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Thisinstruction implements AFPD 65-6, Budget, and prescribes procedures for administering and execut-
ing the Air Force Operating Budget. It emphasizes the Operation and Maintenance (O&M) and Military
Personnel Air Force appropriation procedures, but covers some procedures related to other appropria-
tions; budget and financial plan relationships to the accounting system; reporting; and data elements and
codes used in financial management. See AFI 65-601, volume 1 for submitting changes. Attachment 1
iIsaglossary of references, abbreviations, acronyms, and terms used in this instruction.

SUMMARY OF REVISIONS

Thisinstruction alignswith AFPD 65-6. It updates organizational symbolsto reflect the reorganization of
the financial management function at MAJCOM and installation level. It updates procedures for prepar-
ing and executing the Financial Plan. It also updates proceduresfor using the On-Line Vehicle Interactive
Management System (OLVIMS). It providesthe revised structure of the Operation and Maintenance, Air
Force appropriation by Budget Activity.
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Chapter 1
THE ROLE OF FINANCIAL ANALYSIS (BUDGET)

1.1. Dutiesof Financial Analysis Officesat All Levels. Financial Management offices will:

1.1.1. Estimatethe cost of Air Force programs, develop budget estimates and financial policies, guide
and direct budget justification, and help commanders administer all available appropriated funds.

1.1.2. Work with other staff and operators to prepare and carry out the financial plan. Help organiza-
tional managers justify and achieve their goals as financial managers.

1.1.3. Manage resources within the Future Y ears Defense Program (FY DP) structure. Identify
resources in the FY DP by program element (PE), element of expense, installation responsibility cen-
ter (RC) and cost center (CC).

1.1.4. Work with organizational managers at each level of command to create budget requirements
showing expected obligations and eventually submit the budget to the Secretary of Defense.

1.1.5. Critically review all budget and financial plans submitted to HQ USAF. SAF/FMB and Air
Staff offices will make sure the estimates are balanced and comply with guidance.

1.1.6. Emphasize proper financial management at the wing and base RC level. Communicate current
budget concepts, policies, procedures, and techniques to RC managers.

1.1.7. Usetheir experience, functional area data, and financial information to help commanders and
organizational managers effectively accomplish their missions.

1.2. Financial Analysis Officer (FAO) (or Budget Officer) Duties:
1.2.1. Helpsto prepare, revise, and carry out financial plans. The FAO also:
» Guides operating personnel on plans, assumptions, and technical data.
* Explores ways to meet objectives within budgetary authority limits.
* Gives the commander technical advice on financial management.

1.2.2. Reviews and analyzes accounting data to help match available funds against programmed
requirements.

* Reuvises financial plans to match revised missions, requirements and unprogrammed events.
* Doesn't:

» Determine initial requirements and then encourage using up the money to meet those require-
ments.

» Withdraw financial authority without regard to consequences.

1.3. MAJCOM Financial Analysis Officer Duties:

1.3.1. Develops budgets and financial plans for appropriations according to instructions from higher
authority and with the advice of appropriate staff.

1.3.2. Receives budget authorities.
1.3.3. Distributes the budget authorities (with staff participation).



1.3.4. Monitorsreporting of funds transferred to lower levels.
1.3.5. Helps subordinate organizations with programs and funding.

1.3.6. Plans and continuously evaluates subordinate organizations' programs to determine:

e Actual accomplishments versus planned programs.

« Availability of resources to meet the rest of approved objectives.

* Areas in which you need to reprogram to meet plans.

« Effect on funding of proposed mission program changes and reprogramming actions.
1.3.7. Advises the staff on results of analyses and makes appropriate recommendations.

1.3.8. Adjusts the financial plan according to revised objectives, and when necessary, submits narra
tive justification for increased or decreased requirements.

1.3.9. Adjusts distribution of amounts within the approved financial plan to meet current require-
ments.

1.3.10. Monitors the status of the appropriation reimbursement program:

*« Reviews status of customer orders received, rate of unfilled orders, and collection of reim-
bursements.

« Recommends revisions to operating budget authorizations based on changes in the amount c
customer orders anticipated.

» Makes proper and timely adjustments for reimbursable orders initially financed under the
"Direct Program.”

1.3.11. Conducts special studies pertaining to forecasts, projections, or requirement estimates.
1.3.12. Advises the staff on the propriety of proposed uses of financial resources.
1.3.13. Advises, assists, and trains base-level organizations.

1.3.14. Develops policies and procedures for use at MAJCOM and base-level to administer operating
budgets and financial plans.

1.3.15. Develops emergency operating plans including reporting instructions and requirements for
special programs.

1.3.16. Supplements Air Force instructions to address unique command issues.
1.3.17. Monitors preparation of financial management instructions at bases.
1.3.18. Reviews and coordinates on concurrent use and support agreements.
1.3.19. Reviews audit and Inspector General (IG) reports and corrects problems.

1.3.20. Advises and assists the Comptroller in developing and implementing a comprehensive
Resource Management System (RMS) training program.

1.4. Supervising Subordinate Financial Analysis Offices. Command financial analysis offices will
technically supervise and assist subordinate financial analysis offices.

» Review estimates and status reports.
* Ensure compliance with budget policies, procedures, objectives, instructions, and directives.
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e Visit subordinate offices on request or provide personal help when needed (e.g., to respond to
inspection reports or evaluate propriety of obligations).

1.5. Installation Financial Analysis Officer Duties:

1.5.1.

Develops estimates of requirements for specific items or services with appropriate staff and

operating organizations.

1.5.2.

Assists RC managers as required, along with other appropriate staff offices, in estimating

financial requirements.

1.5.3.

Maintains the RC/CC code structure required to administer the budget properly with the

accounting activity and other staff and operating organizations (See AFR (DFAS-DE) 170-5).

1.5.4.
1.5.5.

1.5.6.
(when

Provides budget services to tenant organizations when requested.

Receives annual and quarterly budget authorities per the approved annual operating program.

Distributes budget authorities to operating organizations with help from the Financial Work-
ing Group (FWG) and approval of the Financial Management Board (FMB).

Tells the accounting activity and operating organizations about the distribution as determined
above.

Monitors how host and tenant organizations carry out annual and quarterly budget authorities
requested per AFPD 25-2).

Stays in continuous contact with operating organizations to be familiar with accomplishments
and problems.

Periodically joins the RC manager and resource advisor in evaluations to determine:
Actual accomplishment compared to planned use of operating budget authority.

Availability of budget authority to provide a balanced application of resources to approved
objectives.

Areas where reprogramming may be necessary.

Advises staff and operating organizations of analyses' results and make appropriate recom-
mendations.

Examines proposed installation mission programming and reprogramming actions to:
Determine if sufficient budget authority can cover the proposed action.
Ensure the proposed action doesn't exceed the installation's budget authority or limitations.

Revises the budget or financial plan according to revised requirements and objectives, or
according to instructions from higher authority with appropriate staff and operating organiza-
tions. Prepares and submits justification to higher headquarters to increase or decrease
requirements when necessary.

Estimates anticipated reimbursements along with appropriate staff and operating organiza-
tions.

Reviews, analyzes, and compares anticipated reimbursements to realized reimbursements.
Reviews status of undelivered reimbursable orders and actions to collect reimbursable orders.



1.5.7.

Requests adjustment to budget authority based on increases or decreases to anticipated rein
bursements.

Adjusts between the reimbursable and direct program when necessary.
Advises on the propriety of proposed budget authority applications.

Adjusts the distribution to meet current requirements when notified of overruns by the
accounting activity or changes requested by the appropriate operating organizations.

Determines through analyses how changes, additions, or revisions to Air Force programs affec

financial requirements and advise the staff and operating organizations.

1.5.8.

Coordinates and takes appropriate action on the budgetary implications of audit report esti-

mated potential monetary benefits (PMB) data (see AFI 65-403).

1.5.9.

Conducts special studies pertaining to forecasts, projections, or estimates of requirements wit

current or future budgetary implications.

1.5.10. Coordinates requirements for computer products with Financial Services Accounting Liaison
Office and Communications Squadron. Updates requirements as changes occur.

1.5.11. Implements prescribed Air Force and MAJCOM financial management training programs.

Develops and maintains an installation Resource Management System (RMS) training pro-
gram. Tailors the program to the specific training requirements of host and tenant responsibil-
ity center managers, cost center managers, and resource advisors.

Arranges for the availability of specialists from primary resource management elements, such
as Supply, Transportation, Personnel, Civil Engineering, Financial Services Accounting Liai-
son, and Contracting to assist in RMS training. Modifies the specialist list to suit local mis-
sion requirements.

Uses positive instructional techniquéesigure 1.1. lists available instructor training aids on
loan from local sources to meet this requirement. You don't need to retain these training aids
in the Financial analysis office file.

Carefully plan, organize, and present initial RMS training sessions to do the job. Because
each installation is different, local training programs must be as flexible as possible.

Gives initial training to responsibility center managers and cost center managers within 90
days of assignment.

Starts initial training for resource advisors within 30 days after assignment and completes it
within 90 days.

At least annually gives continuation or update RMS training after completing initial basic
training. Tailors this training to fit the specific needs of the personnel being trained. (See
Chapter 11).

1.6. Releasing Budget Data I nformation Outside the Air Force. The Comptroller at the appropriate

level of command will prepare and coordinate release of this information. Don't use or represent financial
information relating to the status of Air Force appropriated funds, or to amounts contained in budget esti-
mates, (internal or external) as the official Air Force status.



Figure 1.1. Instructor Training Aids.

Air Force Films

11274-FD, Individualized I nstruction.
27436-DF, ABCs of Briefing.

28128-DF, Instructional System Development.
28129-DF, Criterion Objectives-Key to Success.
38655-DF, Validation and Evaluation in 1SD.

Air Force Publications
AFI 36-2201, Devel oping, Managing, and Conducting Training.
AFI 36-2234, Instructional System Development.
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Chapter 2
PREPARING AND EXECUTING THE FINANCIAL PLAN (FP)

2.1. Issuing the Budget Call. SAF/FMB will issue annual instructions for preparing and submitting the
Financial Plan.

2.1.1. Inthe Budget Call, SAF/FMB will provide:

* Two levels of funding: a Part | funded level that equals the planning number provided with
the call instructions; and a Part Il unfunded level that includes all requirements exceeding the
planning number. (Sekttachment 4).

« Special guidance and instructions, including mechanized submission.

2.1.2. Major commands (MAJCOM) and field operating agencies (FOA) may supplement the SAF/
FMBO call with their own specific instructions.

2.2. Balancing the Program. Carefully distribute Part | of the FP, using the HQ USAF-provided plan-

ning targets. Consolidate requirements from each RC to form the total requirement and a balanced prc
gram.

e Test your Part | distributions. Assume you will get no amount higher than Part | to carry out new
fiscal year's mission; then determine if you can accomplish the mission without additional funds.

» Determine if the current funding distribution will produce a higher level of mission accomplish-

ment than any other possible distribution. Reconsider your Part | distribution if it doesn't meet
this criterion.

2.3. Enhancing Flexibility and Credibility. Give commanders and managers at all levels considerable
flexibility in distributing Part | anticipated funding. Each manager should have the chance to plan using
next year's tentative funding to best accomplish the organization's mission. If necessary, commander
should recommend program changes (e.g., flying hours, manpower authorizations, equipment authoriza
tions, or organization) for Headquarters US Air Force (HQ USAF) approval. Usually, the next higher

level of review will approve credible distribution plans. Expect changes or disapproval if you put higher
priority needs in Part II.

2.4. Reviewing the Financial Plan (MAJCOM). Installations and units complete their FPs on request
and forward them to their MAJCOM. MAJCOMs will:

* Review installation program and cost data.

» Determine the validity of the Part | distribution and Part Il requirements as well as conformity to
MAJCOM instructions.

« Review and validate installation and unit submissions, consolidate the results, and submit the
command financial plan to HQ USAF.
2.5. Reviewing the Financial Plan (HQ USAF). HQ USAF will:

« Correlate the total amounts approved for field commanders with the anticipated amounts appro-

priated by Congress. (Congress normally holds hearings on the President's Budget between Jant
ary and April.)
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* Adjust the FP using the latest program guidance.
« Send the command next year's initial planning targets by 30 September.

2.6. Issuing and Updating Oper ating Budget Authority (OBA) Documents. HQ USAF will provide

funding documents (OBA) to MAJCOMs several times each year to show and explain changes from the
initial operating program. (The OBA document shows the official obligation and expense authority on
AF Form 14490perating Budget Authority, or a mechanized equivalent. Accompanying the OBA is

an optional listing showing the authority by program element, DoD element of expense, and "when
issued.” This listing is for the information of the command or unit.) HQ USAF narrative guidance
explains reasons for significant markups or markdowns to fund requests and identifies imposed limita-
tions (floors and ceilings). MAJCOMs will:

* Reprogram annual obligation authority within budget activity (BA) consistent with limitations
stated in the OBA document. For example, you may reprogram quarterly direct obligation
authority between BAs provided no quarterly program exceeds the corresponding annual BA
authority.

* Notify higher headquarters of significant changes in fund distribution along with an explanation
on when and why plans changed.

2.7. Executing the Annual Budget. Air Force activities may begin incurring obligations when SAF/

FMB issues budget authority. SAF/FMB will issue OBA documents when Congress enacts the DoD
appropriations. When Congress hasn't passed the new fiscal year's Appropriation Act by the start of the
new fiscal year, SAF/FMB will provide interim guidance (usually based on Congressional passage of
Continuing Resolution Authority, which allows DoD activities to spend money pending passage of the
DoD Appropriations Act).

2.8. Reporting Monthly and Quarterly Status. HQ USAF requires a monthly report from each com-
mand, RCS: SAF-FM(M)7801-DEatus of Funds Data Base Transmission Report, that shows current
year-to-date expenses, obligations, commitments, and prior year data. Commands and bases will analyze
these reports for lags or accelerations in planned programs.Cf@peer 8 andChapter 9 for reports

available to base-level managers.) SAF/FMB may require explanations when commands are ahead of or
behind schedule.

2.9. Closeout Procedures and Closeout Report. In managing Air Force funds, we want to:
» Use available funds most effectively for recognized operational needs.

* Ensure all obligations recorded by 30 September are valid, so we don't lose funds because of
administrative errors.

« Aim to close out as successfully as possible.

2.9.1. Closeout Procedures. SAF/FMB issues yearend closeout instructions and guidance to MAJ-
COMs (and FOAs). Usually, MAJCOMs will issue their own instructions covering standard closeout
actions. In addition, each base has its own closeout checklist of required actions. SAF/FMB has not
established a single set of Air Force closeout procedures because each MAJCOM is different. MAJ-
COMs usually will:

« Appoint a special closeout officer and request each base appoint a closeout point of contact.
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» Establish a schedule of events with specific deadline dates.

« Send special messages to bases with additional guidance or requesting additional informatior
and reports when needed.

* Send special interest messages that deal with specific projects or programs (Stock Fund, Med
ical, Military Family Housing, etc.).

2.9.2. Closeout Report. A financial plan mainly shows how a user intends to accomplish a program
and use the provided commitment and obligation authority. Analyze how well the user did in the
closeout report. Provide:

* Reasons for actual performance differing substantially from planned performance.

* Reviews to compare actual fiscal year accomplishments to projections and measure the effec-
tive use of total OBA.

2.10. Managing Air Force Resources. Command and base personnel need to know specific actions for
administering the financial management program. Other chapters of this AFI cover certain technical pro-
cedures; e.g., computing expense and obligation authority, making inputs to accounting and finance, etc
Apply the following administrative procedures (not mandatory nor all-inclusive) for good management at
command and base-level:

Fix responsibility when possible. The commander is ultimately responsible for formulating and
executing the financial plan. Identify other managers with their specific financial management
responsibilities (e.g., the civil engineer with real property maintenance and repair, the transporta-
tion officer with vehicle and transportation requirements). ldentify corollary offices of responsi-
bility (e.g., aircraft maintenance requirements based on the flying hours that Operations
manages). Establishes a Financial Working Group (FWG) and Financial Management Board
(FMB) to review FPs. Confirm responsibilities in writing.

Identify base programs and tasks.

Price approved programs by responsibility center, program element, and budget activity.

Have the FWG review and FMB approve the priced program.

Write defensible and concise narrative justification for the FP to explain why you need the funds.

Evaluate and advise the commander and staff on the approved obligation authority. Highlight the
funding level effects on base mission. (S¢epter 6 for additional details.)

Present the recommended funding distribution to the FWG.
Present the FWG's recommended funding distribution to the FMB and commander for approval.

Use the FMB's and commander's assessment of priorities to distribute the expense and obligatiot
authority to the responsibility centers. (SHepter 6).

Establish procedures, with the commander's guidance, to buy the highest priority goods and ser
vices within the available obligation authority.

Review and analyze reports that compare actual expenses and obligations with established target:
(SeeChapter 9).

Meet with resource advisors and responsibility center managers frequently to discuss problems
and propose solutions. Brief the FMB and commander on the status of funds, including reasons
for variances between actual and planned performance.
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« Ensure that the financial analysis office, resource advisors, and responsibility center managers
immediately followup to correct fund imbalances.

2.11. Administering Management Control Points:

2.11.1. Cost Center (CC). This organization gathers and distributes cost data. The cost center man-
ager:
* Regulates the daily use of workhours, supplies, equipment, and services in producing or doing
things.
e Continually monitors the relationship between resources used and products produced to allow
for informed resource realignments.

2.11.2. TheResponsbility Center Manager (RCM). The RCM normally heads an organization
that plans, organizes, directs, and coordinates activities of subordinate organizations and functions.
RC managers are the principal level that manages financial resources. The RC manager:

» Directs work by subordinate functions (usually, CCs) that, in turn, use resources to do that
work.

« Appoints a resource advisor (usually at the squadron or group organizational level) to oversee
technical details of operations relating to resource use.

2.11.3. Resource Advisors. The resource advisor:
» Participates actively in resource management, including the planning, programming, budget-
ing, acquiring, consuming, storing, and disposing of resources.
» Is directly responsible to the RCM.

2.12. Establishing Review Committees. Achieve participatory management by establishing financial
committees (Financial Working Group and Financial Management Board) at each level of command to
review estimates and create and carry out budgets. Designate required membership for each committee.
MAJCOMs may waive establishing the FWG where, due to the organization's size, both committees
would have essentially the same membership.

2.12.1. The Comptroller or the financial analysis officer chairs the Financial Working Group (FWG)
and designates appropriate resource advisors and other members to comprise the FWG. The FWG:

* Reviews program and cost factors, compares actuals with prior year costs, reviews justifica-
tions, periodically evaluates performance against estimates, and submits a recommended
financial plan to the FMB.

e Maintains FWG minutes for higher authority review.
e Meets when needed to support the FMB.

2.12.2. The Financial Management Board (FMB) is the senior advisory committee. The Commander
or the Deputy Commander chairs the committee. Group commander level members and the Comp-
troller (at installations), Directors, and special staffs (at commands) comprise the membership.

 The FMB approves budgets, financial plans, and revisions. The FMB also distributes the
annual funding, establishes priorities, and ensures consistency with programs and missions.

 FMB approval represents the final, approved installation or command budget submitted to
higher command and the final distribution of funds received from higher command.
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e The chairperson calls FMB meetings. The FMB retains minutes for review by higher author-
ity.

2.13. Preparing Datafor Review Authorities. Provide the material to the members of the FMB and
FWG for their review prior to the formal session. The financial analysis officer:

* In formulating the budget, consolidates separate RC estimates for the appropriate committee
review.

« In distributing the approved financial plan, prepares a comparative analysis of financial authority
requested and received, separately identifying fixed and variable requirements.

2.14. Briefing Committees:

2.14.1. The financial analysis officer instructs personnel how to brief the FMB and FWG effectively.
Briefing consists of:

* Reviewing pertinent instructions in the "call" from higher headquarters.

* Reviewing how the financial plan works, including explaining Part | and Part I, and balanc-
ing the Part | distribution.

« Distributing suggested obligation authority, after receiving the OBA.

2.14.2. Emphasize these points in the briefing:
e Don't put high priority requirements in Part II.
« Don't overstate budget requirements (affects your credibility).

* Be careful using prior year obligation data as it can be misleading (may include onetime
costs). Usually future programs are different from current programs.

» Base decisions on the requirement's merit and not on the staff officer's enthusiasm (or dire
predictions).

* Check new program's current rates of execution. Consider other factors (such as constructior
lead-time and hiring difficulties).

2.14.3. Have program data (personnel strength, flying hours, construction programs, etc.) available
for committee personnel for the period covered.

2.15. Controlling and Executing the OBA. Upon receiving the OBA, the installation (FWG, FMB and
commander) will establish a plan, phased by quarter for the fiscal year, that funds the highest priority
requirements. Develop a well-defined, written plan supported by command policy and enforced by the
local commander. Institute written management controls at the start of the year to prevent waste of
resources. Common management controls include:

2.15.1. Civilian Personnel Costs. Commander designates key executives to approve overtime and
overhire requests. A corporate board chaired by the installation commander ensures that civilian
resources are used most efficiently and effectively. Details are covered in AFI 3@&G@)jing

Civilian Personnel Resources.

2.15.2. TDY Travel. The commander designates key officials to approve TDY. Consider:

+ Need for TDY travel.
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e Screening requests for travel by privately owned automobile and other special authorizations.
« Using military transportation when available.

* Requiring military personnel and encouraging civilian personnel to use available government
or contract quarters.

* Reviewing the number of people involved and length of TDY.

2.15.3. Contract Services. Tightly control use of contracts. The RCM reviews existing contracts
periodically (once a year or more) to determine if contracts still fill a need. The FWG screens all con-
tracts for need during financial plan preparation.

2.15.4. Supplies. Distribute reports from the standard base supply system to resource advisors and
cost center managers. These reports show supply transactions and management indicators affecting
materiel and financial resources. Monitor and analyze reports to ensure customers order only essen-
tial supplies in the quantities necessary to accomplish missions.

* Resource advisors, cost center managers, and RCMs must take appropriate management
actions (including curtailing orders) to remain within authorized targets, when there are no
additional funds.

» Strongly encourage customers to cancel supplies-on-order and turn in excess supplies on-hand
when a valid need no longer exists (because of a mission change or other reasons).

* Investigate financial management indicators (such as credit or noncredit turn-ins) that are
abnormally high or low.
2.15.5. Equipment. Pay attention to equipment management. This ensures you apply limited financ-
ing to priority requirements.
2.15.6. Utilities. Establish an effective Civil Engineering Utilities Conservation Program.
2.15.7. Staff Coordination. Managers planning operational exercises, establishing new logistics

ideas, or initiating other special programs must coordinate with the financial analysis office to ensure
programming and support for the planned activities.

2.15.8. Other. Add controls when needed to manage such items as staff car use, purchase and rental
of word processors and photocopiers, base bus routes, use of ground vehicle fuels, and rental of
mobile equipment, etc.
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Chapter 3
ISSUING AND DISTRIBUTING OBAS

3.1. Overview. Apply this chapter in distributing Military Personnel and Operation and Maintenance
O&M appropriation fund authorities. Refer to AFI 65-601, Volume 1, for other appropriations. See
AFPD 65-6 for Air Force policy on providing optimum funding flexibility at al levels and controlling
Operating Budget Authority (OBA) amounts so they don't exceed the authority received by the issuing
activity. When issuing OBAs, SAF/FMB and subordinate levels will identify restrictionsimposed by the
legidative and executive branches of the government and by the Office of the Secretary of Defense. Sub-
ordinate activities must ensure that the OBASs you issue are consistent with the budget authority received
with regard to funding classifications and limitations.

3.2. Controlling Yearend Spending. Don't spend financial resources at the end of a fiscal year merely
because they are available. Identify and report unused financial resources (e.g., from savings, program
dlippages, or other causes) to higher headquarters for possible withdrawal. Notify your headquarters in
time to permit using the funds for higher priority mission requirements.

3.3. Issuing OBAs (HQ USAF):
3.3.1. SAF/FMBO will issue Operation and Maintenance OBAs for the current fiscal year:
e On AF Form 1449 (or a mechanized equivalent).
* At the budget activity level.
» For direct funding authority.

3.3.2. SAF/FMBOP will issue a centrally managed OBA to operating agency code (OAC) 48 for mil-

itary personnel expenses.

» DFAS-DE (OAC 45) will automatically load availability authority into the Air Force account-

ing system and report on military personnel expenses incurred at standard rates.

» Installations won't receive OBAs for military personnel expenses but must report expenses

(computed at standard rates) through the data base transfer repoi€héps=® 8 for infor-
mation on military personnel expenses.)

3.3.3. Continue to comply with prior fiscal year OBAs, including any limitations. Prior year OBAs
remain in effect as separate documents until the account expires. Don't obligate unused prior yea
obligation authority to fund current year obligations; you may use it for prior year obligation adjust-

ments. (See DFAS-DE Regulation 170-8 and AFI 65-601, Vol 1.)

3.4. Issuing OBAs (MAJCOMSs). Upon receipt of an OBA from SAF/FMB, MAJCOMs will subdivide
the OBA to installations. Include the same content as the OBA received. Comply with objectives in para-
graph3.1. MAJCOMSs that centrally monitor reimbursable programs will structure installation OBA doc-

uments accordingly.

3.5. Digtributing OBAs at Installation Level:

3.5.1. Upon receipt of an OBA at installation level (the ultimate user), the installation distributes the
OBA to maintain control on legal limitations, to ensure use according to the approved OBA, and to
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provide for local management requirements. The financial analysis office or financial services office
loads the OBA distribution or subdivision into the accounting data base. (See OBA loading in Chap-
ter 6).

3.5.2. Installations sometimes finance subordinate units (for example, a group, squadron, detach-
ment) located on or near another installation. Issue financing on AF Form 616, Fund Cite Authori-
zation. When the tenant is large or it's impractical to use AF Form 616, the parent command issues
the host base an OBA for the tenant’s funding requirements.

3.6. Distributing Tenant OBAs. Theinstallation distributes OBASs received for tenant organization sup-
port in the same manner it distributes its own OBA. Follow responsibilities assigned in the host-tenant
agreement.
* When the tenant does its own budget function, the tenant will distribute or load the budgeted
amounts. If the tenant has no budget capability, the host's Financial Analysis Office or Financial
Services Accounting Office will load the tenant's approved OBA.

« The organization issuing the tenant's OBA will attach their requested distribution by program ele-
ment and major RC.
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Chapter 4
ADMINISTERING TARGETS, LIMITATIONS, AND OBA CONTROLS

4.1. Complying With Targetsand LimitationsIn Operating Budget Authorities:

4.1.1. Follow official policies on administrative control of OBAs in DFAS-DE Regulation 177-16,
Administrative Control of Appropriations, and included on your OBA document. SAF/FMB will
issue the total OBA consistent regarding classifications, authorities, and constraints with the total
OBA received from OSD. Operating agencies below HQ USAF level must ensure the same consis-
tency between OBAs issued by them with those received from SAF/FMB. All activities must comply
with two basic types of restrictions. Don't exceed:

* The rigid restrictions subject to AFR (DFAS-DE) 177-16.

* Targets or advisory guides.

4.1.1.1. Limitations. These are subject to the fund control requirements of Title 31 of the United
States Code and AFR (DFAS-DE) 177-16, and include limitations imposed by statute and any

absolute restriction imposed administratively that modifies or restricts the terms of fund authoriza-
tions. You must report any violation of these limitations.

4.1.1.2. Targets. Don't exceed a target without the issuing agency's prior approval. If you dis-
cover a target variance, notify the issuing authority in writing immediately.

4.1.2. Recipients who reissue OBAs to a lower level may not remove or add to restrictions in the doc-

uments they receive. Refer to the OBA document for specific information on legal limitations and tar-
gets.

4.1.2.1. Annual direct O&M authority by Budget Activity (BA) for a particular fiscal year is a
legal limitation under Title 31.

* You can reprogram quarterly authority between BAs during the first three quarters of the
FY as long as you don't exceed the annual authority by BA.

» During the 4th quarter, you may not exceed the total funding in each BA (it must equal the
amount shown on the funding document received from higher headquarters).

4.1.2.2. The O&M reimbursable program is an annual program for the appropriation. Earned
reimbursements that exceed the authorized annual reimbursable program automatically increast
the reimbursement program or total obligation authority. (See AFI 65-601, Volume 1, for appro-
priation reimbursement procedures.)

4.1.2.3. Activities may not exceed the total O&M authority for a particular fiscal year (it is a legal
limitation under Title 31 U.S.C. on a cumulative quarterly basis).

4.1.2.4. Within the O&M total direct obligation authority, comply with the following legal limita-
tions:

« Contingencies (ceiling).
e Line item limitations.

« Don't exceed any other limitation without prior approval from the issuing authority. (The
issuer will identify these legal limitations on the OBA document.)
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4.2. Administering Controls:

4.2.1. SAF/FMB and MAJCOM s, as applicable, will issue each field activity an OBA document that
identifies the (O& M) direct obligation authority.

4.2.2. The total O&M obligation authority is subject to precertification procedures. Comply with
modified commitment accounting procedures for O&M appropriations in AFR (DFAS-DE) 170-13
to preclude violating cumulative quarterly obligation authority shown on the OBA document.

* Financial Services Officers (FSO) must not certify availability of funds for more than cumula-
tive quarterly obligation authority.

e For certifying funds beyond the cumulative quarterly obligation authority, see AFR
(DFAS-DE) 170-13.

4.2.3. All personnel authorized to certify the availability of funds, to commit funds, to authorize or
incur obligations, or to spend Air Force funds, must be familiar with AFR (DFAS-DE) 177-16.

4.3. Administering Targetsand Limitationsin Other Appropriations. Air Force activities manage

and control other appropriations by issuing budget authorizations, allocations, suballocations, allotments,
and suballotments.

* The issuer will clearly identify each specific limitation (imposed by the legislative and executive
branches of the Federal Government, the Department of Defense, and the Department of the Air
Force) on the "Limitation" portion of the allocation document.

* Recipients issuing budget authorizations, suballocations, allotments, or suballotments may not
remove nor add to restrictions in the documents.
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Chapter 5

LOADING THE OPERATING BUDGET AUTHORITY INTO THE GENERAL ACCOUNTING
SYSTEM FOR OPERATIONS

5.1. Using the OBA and OBA Document. Fundsissuers use OBAs to transfer authority to incur obliga-
tions and expenses to subordinate units and to provides the basis for fiscal control required by law. HQ
USAF (SAF/FMB):

* Issues the OBA from HQ USAF-held appropriations to each major command (MAJCOM) and
field operating agency (FOA) on an AF Form 14@9er ating Budget Authority, or a mecha-
nized equivalent. The OBA provides the annual operating budget authority and the phased quar-
terly obligation authority in three distinct categories:

» Direct Authority by Budget Activity (BA). Provides authority to incur expenses and obliga-
tions for each BA, subject to the restrictions and qualifications written on the document and in
AFR (DFAS-DE) 177-16. Each BA identifies financial resources as follows: Operation and
Maintenance expense, other obligation, and expense authority.

» Total Direct Program. The sum of all BAs identified by the same subdivisions as in Direct
Authority by Budget Activity.

e Total Operating Budget.
» Issues only direct obligation and expense authority.

* Loads reimbursement authority to match the earned reimbursements. An approved OBA consti-
tutes the fund authority granted to the operating level.

5.2. Computing Total Authority To Load. Usually, issuers will provide OBA document authorities in
the same format as the general accounting system data base fund summary records (FSR). Activitie
receiving OBAs will:

» Load expense and obligation authority to provide targets for tracking expenses and obligations
plus provide limitations for appropriate fund control.

* Prepare and load target distribution by responsibility center or cost center (RC or CC) and ele-
ment of expense investment code (EEIC).

5.3. Relating OBA Document Amounts and Computer Records. The current fiscal year OBA docu-

ment shows current year expense and obligation authority for O&M. Load detail fund targets into the
general accounting system data base program summary records (PSRS) for the current year and 5 pri
years. (Keep in mind that obligation authority for prior year undelivered orders outstanding carryover is
in the OBA document for the applicable prior fiscal year, not on the current fiscal year OBA document.)

5.3.1. Fund Type Codes. DFAS-DE Regulation 177-370 lists all applicable fund type codes for the
general accounting system. But, the examples for loading the OBA used in this chapter show only the
two fund type codes pertaining to the (3400) appropriationd type L (direct obligation authority

and total actual authority) pldend type M (reimbursement authority).

5.3.2. Handling Current Year Authoritiesand Records. Load authority pertaining to current
operating budget year and current fiscal year (COBY/CFY) in OBA documents to COBY/CFY
records. Examples for FY 94 are COBY=4 and CFY=4.
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» Combine direct and reimbursable authorities for each BA. Load by RC/CC and EEIC to fund
type L records without sales code and to fund type L records with a sale code when loading
the obligation as an undelivered order outstanding with a corresponding reimbursable account
entry (payroll-only excluded).

* Load reimbursable authority by BA, RC/CC, EEIC, and SC so that type M fund records match
earned reimbursements.

5.3.3. Handling Prior Year Authoritiesand Records. On the first day of the fiscal year, the gen-

eral accounting system computer yearend conversion procedures programmatically remove (from
prior operating budget year and prior fiscal year (POBY/PFY) accounts) the PFY obligation authority
obligated as undelivered orders outstanding on record as of the last day of the PFY.

* Record this amount in the COBY/PFY accounts. Also establish and adjust all other POBY
and PFY authorities by the yearend conversion program.

e Combine recorded amounts manually to determine correctness of load for PFY authorities
because of the split of PFY obligation authority, COBY/PFY and POBY/PFY. Make adjust-
ments to the PFY as needed.

5.4. Distributing OBA Document Authority. Upon receiving the OBA Document, the Financial Work-
ing Group and the financial analysis office recommend distributions of quarterly and annual authority for
Financial Management Board approval. Objectives are to:

Establish OBA targets at the responsibility center (RC) manager level.

Target certain special activities (tenants and common expense accounts) at five digit cost centers
(CC) or six-digit cost account level.

Establish targets at organization points where management makes decisions.

Align amounts with the squadron or comparable level RC (usual practice). Targeting at the fifth
or sixth digit level of the RC/CC rarely assists in managing funds and produces much unnecessary
work.

Load targets at the RC/CC level required to maintain program element identification and to sup-
port other command directed action.

5.5. Loading Targetsin the General Accounting System. Usually you will use AF Form 1269,
Request for Load or Change in Fund Targets, to load annual and quarterly OBA targets into the
base-level general accounting system. Use AF Form 1269 to transmit quarterly and annual obligation
authority fund targets. Send data to the Financial Services Accounting Liaison Office for entry into the
accounting system record®ptional procedures:

Financial analysis office may enter fund target load data directly into the accounting data base
through a remote computer terminal, when mutually agreed between the Financial Analysis
Officer and Financial Services Officer.

Use local or command forms instead of the AF Form 1269 to satisfy unique requirements. (See
DFAS-DE Regulation 177-206 and DFAS-DE Regulation 177-370 for AF Form 1269 instruc-
tions.)

5.6. Loading Targetsin the Base Supply System. Load detailed fund targets into the standard base
supply system (SBSS) and Medical Materiel Accounting System (MMAS) by organization cost center
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records (OCCR) and project fund manager records (PFMR). Do thisfor purchases of supplies and equip-
ment from the Defense Business Operations Fund (DBOF) for the current operating year.

5.6.1. Use AF Form 1269 to properly monitor and control requests establishing or changing supply
and equipment fund targets loaded in OCCRs and PFMRs. This is the source document to establish,
increase, or decrease PFMR and OCCR fund targets that authorize purchases from the DBOF. Use
local or command forms instead of AF Form 1269 when needed to satisfy unique requirements (pro-
vided both FMA and FSO agree).

5.6.2. The financial analysis office (FAO) or resource advisor (as established by MAJCOM or loca
procedures) prepares the AF Form 1269. The person who prepares the form signs in the "Remarks"
section and adds his or her routing symbol and tel ephone number.

* The FAO makes sure the AF Form 1269 is correct.

e Have the analyst who checks the form sign in the "FMA Approved By" block to show the
FAO review and approval.

» Forward the original and one copy to Financial Services Accounting after the FAO approves
AF Form 12609.

5.6.2.1. Financial Services Accounting Liaison office loads the targets into the general account-
ing system computer, the MMAS, or SBSS. They maintain the originals on file until completion
of the applicable fiscal year.

5.6.3. Use the automated MMAS and the SBSS to control and monitor supply and equipment fund
targets.

 The MMAS accumulates and provides financial data for all medical and dental supply and
equipment accounts.

« MMAS establishes and maintains PFMR and OCCR fund targets for purchases of all medi-
cal-dental supplies and equipment.
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Chapter 6
DATA ELEMENTSAND CODES

6.1. Overview. Thischapter provides source referencesfor data elements and account codes used in bud-
get and financial management.

6.2. Using Data Elements. See Figure 6.1. for data elements commonly used in financial analysis.

» Use these codes, as appropriate, to program, budget, and account for appropriations used by Air
Force activities.

« Each command or operating agency provides subordinate units with the data elements authorized
for use in budgeting and accounting for funds they administer.

* At base level, the financial analysis and accounting offices jointly ensure proper use of those data
elements authorized by the funding command or operating agency.

* See AFR (DFAS-DE) 170-5 for instructions related to assigning responsibility center or cost cen-
ter (RC/CC) codes. MAJCOMs provide all funded units information about these codes.

» See AFI 65-601, Volume 2, for annual appropriation symbols, budget codes and descriptions.
6.3. Using the Account Structure. SeeAttachment 5 for examples of typical accounting classification

account structures. These examples will help you determine the accounting classification (sometimes
called a fund cite) required on commitment and obligating documents.

» For Air Force tenant transactions, the host's accounting and finance office will use the tenant's
parent command RC/CC codes. When required to segregate costs of host base and tenant units,
use the alpha major command identity code for the first digit of the tenant cost center.

* Refer to DFAS-DE Regulation 177-120 for examples of central procurement accounting classifi-
cations used for Air Force Contract Management Division (AFCMD) and Defense Contract
Administration Services Region (DCASR) transactions.

Figure6.1. Data ElementsFound In Air Force Corporate Data Dictionary.
Accounting and Disbursing Station Number (ADSN).

Allotment Code.

Allotment Serial Number (ASN).

Appropriation Symbol.

Budget Authorization Account Number.

Budget Program Activity Code (BPAC).
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Command Management Code.

Departmental Code.

DaoD Functional Category.

Element of Expense Investment Code (EEIC).
Emergency and Special Program (ESP) Code.
Fiscal Year (FY).

Functional Account Code (FAC).

Fund Code (FC).

Magor Command Identity Code.

Materiel Program Code (MPC).

Military Interdepartmental Purchase Request (MIPR) Number.
Operating Agency Code (OAC).

Operating Budget Account Number (OBAN).
Program Element (PE).

Responsibility Center/Cost Center (RC/CC) Codes.
Sales Code (SC).

System Management Code.
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Chapter 7
USING THE OPERATING BUDGET AND ALLOTMENT LEDGERS

7.1. Using These L edgers. Use these ledgers to summarize accounting records kept in the computer that
stores general accounting and finance data and to provide the fund’s status as of the current date or as of
the previous end-of-month. There are two separate products: (1) Operating Budget Ledger (OBL) for
operating budget accounts (fund types L and M); (2) Allotment Ledger for other appropriations and other
reimbursement accounts (all fund types except L and M). Each has several report options (see Attach-
ment 7).

7.1.1. Theledgers provide detailed, special, and summary data on various accounts or types of funds.
The Financial Services Office (FSO) Accounting liaison will determine the detail volume, the summa-
tion amount, and the number of accounts from the Communications Squadron.

* To show status, include both the FY obligation controls at various levels and the OBY
expense tracking at summary level for operating budget accounts.

* Use amounts shown on the ledger to analyze obligation and expense accounts and to verify
fund availability.

7.1.2. The ledgers using the "Detail" option provide accounting indicative data, including Fund Sum-
mary Review (FSR) and Program Summary Review (PSR) addresses. Use this information inquiring
on the computer and preparing budget target loads, and when analyzing expense and obligation rates.

7.2. Frequency. The Financial Services Accounting Liaison office requests the OBL or the allotment
ledger when required by the Financial Services Office (FSO) or Budget. Budget and FSO will jointly
determine the frequency of the lists. For effective management and to decrease printed output and com-
puter use time, don't ask for unnecessary reports (detail or summary).

» Limit the product only to needed options or accounts. Request only the portions and options
required to manage funds or to review and correct accounting records.

* You may request the OBL, the allotment ledger, or both ledgers simultaneously. In addition, you
may request a listing of the special totals for the OBL fund status, allotment ledger, or both led-
gers. Note: the normal " Detail” OBL and allotment ledger automatically provides special
totals.

7.3. Loading Annual and Quarterly Authorities. Load targets correctly and promptly into the FSO
records.

e Load annual and quarterly obligation authority targets to current fiscal year (CFY) or current
operating budget year (COBY Note: column headings on the OBL are FY and OY, respec-
tively.

* Programmatically enter targets to cover undelivered orders outstanding (UOQO) carried over into
the CFY through yearend conversion procedures@septer 6).

7.3.1. Budget establishes certification and reprogramming levels and tells the FSO. These levels are
budget activity (BA), program element code (PEC), special element of expense investment code
(EEIC), or imposed limitation (floors, ceilings, and fences).
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7.3.2. The ledgers show the authorities on a cumulative basis and compare them with actual obliga-
tions to determine the amount available for obligation by fiscal year (FY).
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Chapter 8
ADMINISTERING, EXPENSING AND REPORTING MILITARY PERSONNEL COSTS

8.1. Managing Military Personnel Expense Authority. The Air Force uses centrally managed allot-
ment (CMA) procedures to manage the Military Personnel appropriation. Responsibilities:

« SAF/FMBOP. Authorizes funding for military personnel to support Air Force missions. SAF/
FMBOP doesn't distribute funding to any lower level of command but permits disbursing officers
throughout the Air Force to make authorized payments against the CMA. Use this authority to
incur authorized expenses for assigned military personnel.

e Serves as focal point for administration of financial expense authority associated with military
personnel programs.

* Manages the CMA.

» Coordinates military personnel information with personnel and financial management activities at
HQ USAF and with other DoD components.

» Ensures consistency of funding allocations with planned military personnel programs.

» Verifies the reliability of reported expense for military personnel by closely watching and analyz-
ing rate variance between expenses at standard rates and actual entitlements.

* Monitors differences between budgeted and actual expense authority for military personnel, and
recommends corrective action if required.

» Base-Level Personnel Offices. Initiate authorizations to pay entitlements based on the military
member's validated status.

» DFAS-DE and Base-Level Financial Services Offices. Pay the member's entittements based on
their validated status and statutory entitlements. (Pay and allowances are statutory entitlements
automatically incurred until the member separates.)

8.2. Using Standard Ratesfor Military Personnel:

« Use composite standard rates when computing and recording military personnel costs as a part of
total base-level operating expenses.

* The Financial Services Accounting Liaison office distributes military personnel costs at standard
rates to expense accounts. Organizations responsible for cost systems distribute their own mili-
tary personnel costs based on standard rates.

 Use standard rates plus applicable acceleration factors to compute amounts reimbursed by
non-Department of Defense (DoD) federal agencies and nonfederal organizations for reimburs-
able military personnel services. Also use standard rates for programming and accounting.

8.3. Controlling Other Military Personnel Expenses. SAF/FMBOP centrally controls expense author-
ity for permanent change of station movements, subsistence and other miscellaneous personnel costs, anc
the reimbursement program.

8.3.1. PCSExpenses. Base the PCS travel and transportation program on Air Staff-approved pro-
grams, policies, and actions that result in military PCSs. Duties:
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« SAF/FMBO maintains fund control by establishing administrative limitations (with HQ
USAF/DPX and HQ USAF/DPP) on the number of PCS moves by type of move -- accession,
training, separation, operational, rotational, and unit moves.

e Air Force Manpower and Personnel Center (AFMPC) directs most PCS travel assignment
actions.

e AFMPC controls the number of MAJCOM-directed intracommand PCSs by establishing
move quotas allocated by specific numbers and types.

8.3.2. Basic Allowancefor Subsistence (BAS). DFAS-DE pays BAS centrally through the Joint
Uniform Military Pay System (JUMPS). (The BAS rate is established by statute is a part of the total
pay package.)

8.3.3. Reimbursement Authority:

8.3.3.1. SAF/FMBOP issues reimbursement program authority to cover anticipated earnings
from:

» Other government agencies (for military personnel assigned on a full-time basis for the
benefit of those agencies).

e The foreign military sales (FMS) program.

* Non-DoD federal agencies and nonfederal organizations to whom the Air Force provides
military personnel services.

» Defense Business Operations Fund Activities (DoD Comptroller provides rates).

8.3.3.2. DFAS-DE develops, consolidates and reports reimbursable expenses (earnings), based c
earned reimbursements reported in the locally-produced RCS: HAF-ACF(AR) BBty of
Funds-Data Base Transfer, report.

8.3.3.3. The base-level financial analysis office:
* Monitors the overall reimbursement program.

» Ensures all earned reimbursements from the military personnel appropriation reported to
DFAS-DAOQO are properly recorded in the RCS: HAF-ACF(AR)7801 report and local
base-level reports on financial management.

8.4. Administering and Reporting Military Personnel Expense Authority (MAJCOM and Base

Level). SAF/FMBOP and DFAS-DE are mainly responsible for administering and monitoring MPA
expenses. But field activities (personnel, financial analysis and financial services) must ensure accurac
of the expense data for military personnel (computed at standard rates) and reimbursement data reporte
to higher headquarters through the RCS: HAF-ACF(AR)7801 report. Bases and installations must correc
any system errors regarding incorrect data accumulation, accuracy of assigned strengths, and rate sta
dards. Military personnel expenses are integral to total operating costs. Responsibility center manager
may exclude military personnel expenses from base-level financial management reports by using the
non-reportable element of expense concept.

8.5. Related Guidance:

» See volumes 1 and 2 of AFI 65-601 to determine costs covered by the Military Personnel appro-
priation.
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See AFM 177-373, Volume Tpint Uniform Pay System -JUMPS AFO Procedures, for account-
ing procedures.

See AFR (DFAS-DE) Regulation 177-10General Accounting and Finance Systems at
Base-Level, for composite standard rates (revised semiannually or upon statutory military pay and
allowance changes).

See AFI 36-2110Assignments, for PCS procedures.

30



Chapter 9
CIVILIAN MANPOWER REPORTING AND FUNDING

9.1. Overview. Follow this chapter if you directly pay Air Force civilian employees from these appropri-
ationsand funds: (See Attachment 9 for additional details.)

Operation and Maintenance, Air Force.

Research, Development, Test and Evaluation, Air Force.
Defense Business Operations Fund (DBOF).

Wildlife Conservation, Military Reservations, Air Force.
Operation and Maintenance, Air Force Reserve.
Operation and Maintenance, Air National Guard.

9.2. Responsibilities:
9.2.1. Financial Services Office. This office at each base, command, and DFAS-DE:

Ensures completeness and accuracy of civilian payroll data and the summary
DD-COMP(AR)1092 Civilian Manpower and Funding Report.

Ensures consistency of this data with data in related financial reports.
Distributes reports to budget and management personnel.
Coordinates staff efforts to resolve problems in operating the system.

9.2.2. Budget. Budget is the functional user of the DD-COMP(AR)1092 report and determines sys-
tem requirements. System objectives are to:

Respond to OMB and OSD requests for information.
Provide accurate and timely accounting of civilian personnel expenses and work year use.

Provide baseline expense and work year data to submit to OSD/OMB to enter into Future
Year Defense Program (FYDP) reports.

Provide management products at base, command, and headquarters levels.

9.3. Operating the Manpower and Funding Reporting System (DD-COM P(AR)1092 Report):
9.3.1. Base Procedures:

Communications Squadron (SC). Runs appropriate programs producing a preliminary
monthly base-level report and forwards report to Financial Services Accounting Liaison. (Pri-
mary data sources are the payroll computation tapes (ABS05W) and the month-to-date tape
from the previous payroll.)

Financial Services Accounting Liaison:

Reconciles these reports with the operating budget ledger or allotment ledger, for EEICs 391,
392, 393, 394, 395, and 396, ensuring consistency and completeness of data.

Corrects errors discovered during the manual audit by submitting adjustment entries.

Submits two corrected report copies to the base financial office who forwards the report sum-
mary tape to MAJCOM by AUTODIN for arrival by the 11th workday of each month.
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9.3.2. Command Procedures;

DFAS-DE ensures the timely submission of correct base-level report summary tapes.

Communications Squadron provides error listing and preliminary command-level reports to
FSO for manual audit.

FSO supplies correction cards necessary to bring manpower and funding report data in line
with related command-level financial reports.

Upon completing a satisfactory command-level report, the Communications Squadron fur-
nishes copies to command budget and forwards the command report summary tape through
AUTODIN to DFAS-DE monthly.

9.3.3. DFAS-DE Procedures:

9.34.

Ensures that each MAJCOM provides a timely and complete submission of command report
summary cards.

Edits data from each command for validity of the program elements and accumulates this sep-
arately into a single transmission to the 7th Communications Group.

Ensures agreement of civilian pay dollars reported in the HAF-ACF(AR)7801 report for each
command with respective monthly operating reports.

Forwards the transmission to HQ USAF.

HQ USAF Procedures:

Air Force 7th Communications Group receives a summary data transmission from DFAS-DE
containing an accumulation of MAJCOM SAF-FM(M)7801-CHtus of Funds Data Base
Transmission Report, data; consolidates this data; and generates the following tape products:
Workyear Cost, Category Percentage, Workyears; and a consolidated DD-COMP(AR)1092
report containing summary data at the HQ USAF/MAJCOM and DoD program element levels
of detail.

SAF/FMB enters these tapes into the civilian-pay cost model.

9.4. References:

« OMB Circular A-11,Preparation and Submission of Budget Estimates (establishes the basic
requirement for the accumulating and reporting detailed civilian personnel expenses and man-
power utilization data).

e AFM 171-674, Volume 1USAF Sandard Command Online Accounting and Reporting System
(COARS): HOB9S/CA, Computer Operation Manual (prescribes data automation duties for com-
mand level).

e AFM 171-372,U1100 Air Force Sandard Civilian Automated Pay System; Civilian Pay
Accounting Interface System (prescribes data automation duties for base-level).

Table9.1. WORKDAYSPER MONTH AND QUARTER FOR FISCAL YEARS 1994-1996.

MONTH

NUMBER OF WORKDAYS
FY 94 FY 95 FY 96

OCTOBER 21 21 22
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NOVEMBER 22 22 22

DECEMBER 23 22 21
1ST QTR 66 65 65
JANUARY 21 22 23
FEBRUARY 20 20 21
MARCH 23 23 21
2ND QTR 64 65 65
APRIL 21 20 22
MAY 22 23 23
JUNE 22 22 20
3RD QTR 65 65 65
JULY 21 21 23
AUGUST 23 23 22
SEPTEMBER 22 21 21
4TH QTR 66 65 66
TOTAL PAID 261 260 261
DAYS

TOTAL 2,088 2,088 2,088
WORKHOURS

Table9.2. Sample Manpower Utilization Data.
Compensable Manpower Utilization

Month Hours Days W/hours  W/days W/months Workqtrs W/years
October 1994 168 21 16,800 2,100 100 32.31 8.08
November 176 22 17,600 2,200 100 33.85 8.46
December 176 22 17,600 2,200 100 33.84 8.46

1st Qtr 520 65 52,000 6,500 (300) (100.00) 25.00
January 1995 176 22 17,600 2,200 100 33.85 8.46
February 160 20 16,000 2,000 100 30.77 7.69
March 184 23 18,400 2,300 100 35.38 8.85
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2nd Qtr 520 65 52,000 6,500 (300) (100.00) 25.00

April 1995 160 20 16,600 2,000 100 3077  7.69
May 184 23 18,400 2,300 100 3538 885
June 176 22 17,000 2,200 100 3385 846
3rd Qtr 520 65 52,000 6,500 (300) (100.00) 25.00
July 1995 168 21 16,800 2,100 100 3231 808
August 184 23 18,400 2,300 100 3530 885
September 168 21 16,800 2,100 100 3231 807
4th Qtr 520 65 52,000 6,500 (300) (100.00) 25.00
Fiscal Year 2,080 260 208,000 26,000 1,200 400.00  100.00

NOTE: Theseare sample FY 1994 manpower utilization data and assume an organization composed of
100 civilian employees. The assumption is, for simplicity, that no losses or accessions occurred and each
employee isin apay status throughout the FY. Rounding may cause minor variances.
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Chapter 10
RESOURCE MANAGEMENT SYSTEM (RMYS)

10.1. Overview. This chapter shows how to start and maintain resource management system (RMS) for
the operation and maintenance. The procedures apply mainly to base-level operations but may also apply
to other operating locations.

10.1.1. Theterm "resource management system™ doesn't refer to a single separate program. The Air
Forces RMS:

* Involves various systems focusing on outputs and resources used, on managers effectively
using resources, on measuring actual performance compared to planned performance, and o
using financial plans and accounting to enhance management control at each organizationa
level.

e The program is based on the Department of Defense (DoD) Planning, Programming and Bud-
geting System (PPBS).
10.1.2. The RMS provides a way to establish priorities, choose policies, and act to get the desirec
results and required resources at an acceptable cost.

10.1.3. RMS elements include the financial plan, management and accounting systems, participator
and committee management, resource management teams, and resource management training. (S
AFP 170-1 Resource Manager’s Handbook.)

10.2. RMSDuties. Air Force managers oversee activities that cost money. Oversight involves more
than legal accountability. MAJCOMs and HQ USAF make many decisions about using resources (e.g.,
flying hour allocations and manpower authorizations). Although base-level resource managers don't con:
trol initial allocation of all their resources, they must effectively manage these resources.

10.2.1. Commanders. Financial management is inherent to command. Commanders:
* Review, validate, and balance the financial plan to ensure successful financial management.

» Actively review financial programs for each of the responsibility centers reporting directly to
them.

* Improve resource management by inquiring about program conditions, reviewing causes,
weighing alternatives, and directing action.

* Ensure RMS success by allocating sufficient resources to RMS training and Resource Man-
agement Team efforts.

10.2.2. Comptrollers. The comptroller supports the organization's mission and the Air Force by pro-
viding sound financial management and advice to the commander and staff. The comptroller:

* Promotes responsible and proper financial management throughout the organization to ensure
the economical and efficient use of resources consistent with statutory and regulatory require-
ments.

» Applies policies and procedures enabling the organization to carry out accounting, budget,
and cost functions.

* Is the chief personnel manager of the comptroller organization and usually is the commander
of a comptroller squadron.
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10.2.3. Responsibility Center (RC) Managers. The RC manager plans, directs, and coordinates
subordinate organizations' activities. The RC manager:

Reviews resource requirements of subordinate units.

Integrates requirements into an RC operating budget.

Justifies requirements before the commander's review authorities.
Determines the proper distribution of the approved RC financial plan.

Analyzes subordinate organizations' plans and performance at least monthly. Identifies
imbalances in resource distribution and their cause and makes sure that resource consumption
contributes effectively to mission accomplishment. Analyzes alternative actions and balances
programs.

Understands and complies with AFR (DFAS-DE) 177Administrative Control of Appro-
priations.

Appoints Resource Advisors (RA). RA selection is important. Consider these qualities in
selecting an RA. The RA should have:

A working knowledge of the organization's mission, the mix of resources required to do the
mission, and the historical cost record.

A knowledge of the accounting system for operations, the procurement system, and the supply
system, with particular concentration on data entry, flows, and reports produced.

An ability to distinguish between apparent and real causes.

An ability to deal successfully with personnel in subordinate, lateral, and higher level organi-
zations.

A questioning nature with mature judgment, usually resulting from experience.

Sufficient time to do all necessary resource management requirements for their unit. Prefera-
bly, RAs should be able to fulfill their resource management duties for at least 1 year.

10.2.4. Cost Center (CC) Managers. The Cost Center is the basic production organization. The CC
manager regulates the consumption of workhours, supplies, equipment, and services in producing
things and doing tasks. CC managers shift resources to or from the various production tasks within
the CC to ensure the proper mix or to provide the emphasis required. The CC manager:

Starts building the financial plan.

Determines the validity of the financial plan as a whole and develops resource requirements
and narrative justifications.

Fosters daily awareness of the relationship between resources used and products produced and
realigns resource as approved by superiors.

10.2.5. Resource Advisors (RA). RC managers appoint RAs. A CC manager may also appoint an
RA if the size of the CC warrants. RAs:

Monitor and help prepare estimates for resources.
Help develop obligation and expense targets.
Monitor the use of resources in daily operations.
Provide RMS training to cost center managers.
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* Represent the RC manager in the Financial Working Group.
» Assist the comptroller during fiscal year-end closeout.

e Serve as the primary point of contact with comptroller personnel and other RAs on resource
management matters pertaining to their responsibility center.

» Know the details of the organization's cost, program, and fiscal requirements; understand the
relationship between output and cost.

« Understand the use of management reports produced by the accounting system for operation:
and the materiel management system.

* Interpret these management reports and recommend necessary management actions to the R
or CC manager.

10.3. Participatory Financial Management. A corporate organizational approach which combines
efforts of the commander and supporting staff is the most effective, efficient way to set priorities or to
reduce, defer, or eliminate programs. To provide collective resource management action, each base-lev
organization must establish and maintain a financial management structure, consisting of a Financia
Management Board (FMB) and a Financial Working Group (FWG). Small organizations, where the
FMB and FWG composition would essentially be the same, may form a single committee. (MAJCOMs
may require approval before combining the FWG and FMB.)

10.3.1. TheFinancial Management Board. The senior or host commander at each base, field oper-
ating agency, or direct reporting unit establishes the FMB. The FMB determines program priorities
and ensures effective allocation of resources.

10.3.1.1. Top level managers, with membership tailored to the type of organization structure
involved, comprise the FMB. The list below shows the composition of a typical wing or base

FMB. The FMB chairperson may choose additional or reduced voting, as well as advisory non-
voting membership.

Staff Position
Commander Chairperson
Operations Group Commander Member
Logistics Group Commander Member
Support Group Commander Member
Medical Group Commander Member
Comptroller Advisor
Financial Analysis Officer Recorder

10.3.1.2. The chairperson convenes the FMB. The recorder prepares minutes of meetings, files
the original in the financial analysis office, and provides copies to FMB and FWG members.

10.3.1.3. RC managers, directly su